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3. Set the view with WIP and the filter to
WIP - Current Fiscal Year Only.

[ Generate |

4. Select add to enter a new batch. RﬂﬂE:mcsTni'ag

Retention
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. Batch Number Entry

Batch Number Entry

* Fiscal Year:

2012-2013: September 1,

2012 - August 31, 2013
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§ Asterisk (*) denotes a required field

00969

I5.

6. The Batch Number pre-populates, so you'll never
make a change in the Batch Number box.

7. Input a description for your batch.

8. Click Save to create the batch.
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Edit Details

Batch Information

v B e
Batch Number: [12-00969 |

Description: ADHIM{}}"ZB e

Detall Lines
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 Vews: Genera1 5] iters: [$Syverd sefanis _[5]

Debit Amount |

There are ne records fo displzy; chedck your fifter seffings.

9. Select add to enter a new line.

[599 5] o records dispaved

Totals by Fund

Fund | Dehﬂ%

Total D.GU|

Credit | Met i

ESNEi%

0.00]| 0.00 |

.00 |
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Batch Information
Fiscal Year: 2012-2013: September 1, 2012 - August 31, 2013

Batch Number: [12-00969 |

Description: ADMINO722 . |10. Enter the account number and a description for
T the deposit item. Addt'l Description, Name,
Reference, Project Grant should all be left blank. [
General Information The date will pre-populate. Account Description
* Line: | 1
P 11. The bank information pre-populates, but you'll
D-—f:i need to select Check, Cash, or Money Order.
e el Enter the check number if possible, but checks can
also be entered as a lump sum if a separate check 5
listing is kept with the batch back-up.
12. Cash Receipts will always be a credit in the Line Amounts
L | amount. * Debit: | 0.00|
'| Description: ;
B . kL _ * Credit: | 0.00|
Mame:| 13. To enter a new line, select Clone & Increment.
* Date: [07/23/2013 = All of the information from Line 1 will pre-populate
: into Line 2, so be sure to verify account,
Reference: | | o
e .o adescription, payment type, and amount for each
Project/Grant; | =] line.
Cash Receipts 14. Once all lines have been entered, select Save.
* Bank Cash Account: GENAP__|v [GENERAL OPERATING | Receipt: (102072 |
Bank: WELLSFARGOBANK,NA. | PaymentType:Check  [v] Check Number:| |
Batch Amounts
#oflineftems:| 1 Debit| L 000 NetAmount: 0.0
Receipt totals for current receipt number wrthm ﬂlls batch
#oflineitems:| 1 peb®:| = 000 Credit:| 000 NetAmount:| 0.0
Asterisk (*) denotes a required field
#100% -
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Edit Details

Batch Information
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15. Click Report to run a copy of the batch.

16. If you need to add another line, select
the Add button.

If you need to change a line, select the line
item and then the Edit button.

If you need to delete a line, select the line
—item and then the Delete button.
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_ 1 recurds dlspla'gred

Totals by Fund
Fund | i Net | 08 Nt |

199 )  396.¢ -3986.00cT ) -396.00cr
Total 5 0 =39h.00cT g =396. 00cr
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Batch information

L e . e o Ronge
Batch Number: [12-00970 |

Detall Lines

\I"EW'S General . FHIEI'E |*-5kyr,mnj ]}Efault EI e e B St L s T M G i T m EL | .ﬂdd

;5 Ijne#.m!.ﬁ.muunt inmcripﬁun i Debit Amount | c;acﬂmnnunt — [Rempi# !AJ
There are no records fo display: chedk your filter seftings. ‘

General Input WIP Cash Receipts has finished processing.

17. Click View port to view the PDF batch :
and print a copy for your records. '
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Totals by Fund
Fund % Debit E Credit E Met s B5 Net g 05 Met

Total 0.00]| 0.00] 0.00 | 0.00 | 0.00 |
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18. Once you've completed your batch,
select the Status Change button to move
the batch from WIP status to Batch Status.

If you need to make additional changes
after the batch has been moved into Batch
Status, contact Amber at the Business
Office.

Changes can only be made if the batch has
not been posted yet.
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